APPLICATION FOR RECORDS RETENTION SCHEDULE

OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS:

See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to '

Department of Archives and History, Records Management les;on 330 Capatol Avenue, Atlanta, Georgsa 30334,

Attention: Scheduling Section.

FOR AGENCY USE
application Date

Civil Defense Division
- 959 E. Confederate Ave.
P. 0. Box 18055

Application Number

1. A Add ’ :
Agency re§sta1:e of GA., Dept. of Defense

_FOR RECORDS MANAGEMENT USE
Application Number ’

8l-210

Date Received Date Completed

Atlanta, GA 30316 MAR 201981 ) app 4 108
2. Person to Contact Working Titie Telephone Number
Vivian Tucker Senior Secretary 656-6167

3. Action Reguested
a. [ Estapwsh Retention Schedule; record will continue to accumulate.
“b. [ Dispose of présent accurtiulation: no further accumulation anticipated. -

c¢. O Amend Application No. Check One: O Change: 0O Supercede; O Void
4. Dates of Series 5. Records Series Title (followed by title used in office; if different}

Earliest Latest FIELD COQRDINATOR'S FILE.

5. Division and Office Function

{

What is the function of the Division and the Office in which this record series is created?

DIVISION: To implement and administer the Georgia Civil Defense Act of 1951 as amended,
The Georgia Natural Disaster Operations Plan and the Georgia Nuclear Emergency
Operations Plan.

OFFICE: Administrative functions pertaining to state and federal legal and operational

"readiness requirements for local government civil defense organizations and
federal legal and operational requirements for the state Civil Defense D1v1s1on.

1

7. Record Series Description This file contains the following documents finclude farm numbers and titles, if any):

Attach samples of the file.
OPERATIONS OF SIX CIVIL DEFENSE FIELD COORDINATORS

Documents relating to:

MonthTy Travel Schedules
Correspondence - 1. to each
Weekly Narrative Reports
Expense Statements

Car Expense Statements
Credit Canl Telephone Logs

Included are:

2. to all

" File is arranged: Drawer arranged by Field Coordinator Area {1 - 7)

8. Monthly Reference Rate How often are records referred to which are:
One to six months old _Weekly : Seven to twelve months old _Monthly; Thirteen to twentv-four monthsold __ X __;
twenty-five monthsand older__ X - ? i

9. Annual Rate of Accumulation of Rerords
Letter-size drawers .12 : Legal-size drawers

; Shelves

;ther {specify)

\A—S0_71; Rav. 76 (Over)

———
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